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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Corinne Martell
	SUPERVISOR'S CLASS: Systems Software Specialist III (Supv)
	personnel analyst: JP
	personnel date: 2/12/14
	PERCENT OF TIME: 






















40%
	activity: POSITION SUMMARY
Under the general administrative direction of the Chief of the SAP Basis and Security Section, the incumbent performs as an expert Systems Administrator responsible for the deployment, maintenance, and  services of SAP technology platforms. The incumbent has full technical operational responsible for the complex technology components that make-up the DWR SAP technical landscape including production, staging, testing, and development for all SAP technology platforms.  The SAP System Administrator is responsible for  ensuring performance and reliability, and for performing operational maintenance of enterprise SAP platforms and software components.  Position provides Level 2 support for SAP system troubleshooting, performing problem diagnoses, recommending solutions, and resolving complex SAP system problems. Works with a high level of cooperation and communication with DTS Infrastructure technical staff, SAP application staff, system and database system administrators, and other technical specialists and project participants.  This position supports critical SAP Basis activities to serve the Department's programs, strategic goals, and business objectives. Incumbent must adhere to all Departmental IT Governance Standards and IT Policies as set by the Department's Chief Information Officer.

ESSENTIAL FUNCTIONS
Incumbent will serve as System Administrator for SAP technology platforms and systems.  Independently balance concurrent assignments and complete assigned projects and tasks on time at a level commensurate with the position classification.  Maintain consistent and regular attendance. Must be able to communicate effectively with business, technical staff, management, the general public, and policy-level administrators.   The specific essential duties are as follows: 

As SAP System Administrator, provide technical expertise, guidance, and leadership on the various and complex SAP technical platform and software systems.  Deploy and maintain enterprise SAP technical environments, including production, staging, testing, and development.  Maintain the SAP technical platforms and software components by establishing and performing regularly scheduled system maintenance, patch cycles, capacity planning, performance tuning, and utilizing monitoring
and diagnostics tools in Solution Manager.  Maintain production operations release management
	classification: System Software Specialist II (Technical)
	appointee: Vacant
	dwr position number: 0530-1373-xxx
	sap personnel no: 
	sap position number: 50000541
	division: DTS/SAP Center of Services/SAP Basis & Security
	mcr: 1
	percent2: 









30%


















20%






10%

	activity2: controls including deployment policies and procedures.  Perform database copies and client copies to refresh the SAP test and development environments with current data in support of unit, integration and acceptance testing efforts.  Ensure recoverability of SAP systems/data and maintain systems at a Tier III level of high-availability.  Establish system and data recovery procedures and tests. Work cooperatively with the SAP Technology Solution Architect and DTS infrastructure staff on design, provisioning, and installation of SAP technologies.  Provide the system and application administration of SAP technology stakes including: ECC, Business Objects, SAP Portal, GuiXT, HANA, SAP Mobile, SAP Middleware, and SAP Self-services to ensure   operations meet business goals. 

Serve as SAP technical Level 2 system support performing problem diagnoses, recommending solutions, and resolving complex technical and system problems.  Provide technical support on the more complex issues and tasks; coordinate with other technical staff for problem resolution; monitor and report on progress of technical service requests and problem tickets; and coordinate system technical testing with stakeholders prior to release of fixes or upgrades.  Evaluate new SAP software and related technologies.  Perform services development of defined  ECC, workflow, middleware, and analytical services components.  Analyze complex and various SAP platforms/systems.  Conduct SAP platform and system testing.   Technical lead on complex SAP technology based enterprise efforts; provide technical expertise for SAP project(s) complex technical activities including technical analysis and development of the selected technical solutions.  Lead or participate in multidisciplinary teams in support of the SAP platform and SAP application systems.  Coordinate with infrastructure teams to develop and implement operational plans to support operations.  Employ SAP backup and recovery tools in the enterprise storage and backup infrastructure performing periodic validations to ensure daily backup of SAP systems/data.  Work cooperatively in a network team effort to ensure security requirements are properly and clearly defined to meet SAP technical needs and adhere to departmental security standards.   Perform hands-on evaluation of potential product solutions in proof of concept efforts; document product analysis and evaluation, and present to management.  

Plan, coordinate, and administer the database installations that support the SAP platforms, systems, and SAP third-party applications.  Responsible for installation, technical configuration, daily operation and maintenance of database software, including upgrades, performance tuning, management of the database configuration, database transactions, operation of the database log and log archiving, data indexing, monitor database performance, and manage the size and growth of the database platforms.  

Perform complex technology research and development activities. Evaluate and prototype pertinent technological solutions including software, devices, systems, and services. Prepare recommendations, presentations, product demonstrations and decision-making analysis as assigned.  Participate in the development and maintenance of effective standards and templates to support technical service delivery. Perform technical research and develop issue papers to support these endeavors.  Attend training to pursue career development opportunities.  Perform special assignments as required. 
	percent 3: 
	activity3: SPECIAL REQUIREMENTS
Possession of a valid California Drivers License to attend meetings and or training. May be required to travel to various offices and locations throughout the State of California when requested; occasional overtime may be required, when necessary, to meet tasks or project deadlines. 


KNOWLEDGE, SKILLS AND ABILITIES
The incumbent must posses a high-degree of experience and knowledge in the practices, principles and techniques of enterprise-level systems administration; demonstrate knowledge and experience with enterprise-level industry technology platforms, systems, software, and hardware; and perform expert level knowledge with respect to enterprise software production operations.  Possess knowledge and experience in the system administration and operations of enterprise-level SAP system platforms; full knowledge of Oracle database administration, including areas such as availability, performance, backup and recovery.  Incumbent must have extensive knowledge of information technology processing concepts, practices, methods, and principles.  Ability to analyze situations accurately, exercising independent action and decision making when needed to ensure operations and integrity of the SAP technical landscape. 

In addition, the incumbent must have strong verbal and written communication skills, interpersonal, and problem solving skills; leadership skills necessary to serve in lead capacity on larger complex technology efforts; and the ability to network and interface effectively with technical personnel and management. Ability to operate a personal computer (PC) and/or a workstation for extended periods of time.

	supervisor name: Corinne Martell
	employee name: 


